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Shavon C. McNack

P.O. Box 21416 - Oklahoma City, OK 73156 - shavon23@hotmail.com - 405.879.1033

Profile
A goal oriented, hardworking professional with excellent education in human resource management currently
seeking position in the human resource field. A motivated self starter and team player with strong
organizational and time management skills. Very capable of balancing daily workloads, while maintaining the
organizational goals and objectives. Understand the importance of exhibiting maturity in stressful situations,
exercising good judgment and maintaining high performance. Fast learner able to adapt to change with strong
interest and commitment to continue acquiring new knowledge and skills in order to function exceptionally.
8 years experience in analytical approaches to problem identification, assessment, and resolution
5 years experience working in fast paced, hectic environment
10 years proficiency in Microsoft Office including but not limited to: (Word, Excel, and PowerPoint)
5 years capability in researching, preparing and presentations

Education
University of Central Oklahoma, Edmond, OK
B.B.A. Major: Human Resource Management
Expected Graduation Date: May (Spring) 2008
21 credit hours in Business Communication
9 credit hours in Accounting
Course work focused in the areas of Organizational Behavior, Training and Development, Employment Law,
Contemporary Moral Problems, Communications, and HR Compensations Systems.

Professional Experience
May 2005-Present Hertz Corporation Oklahoma City, OK
Reservations Sales Agent

Responsible for coordinating, assisting, and promoting rental car
reservations for customers efficiently.
Ability to identify individuals needs and present company products in
professional matter.
Expertise in resolving escalated customer disputes efficiently.
Received numerous complimentary calls on superior customer service.
Executed ability to deal with confidential and sensitive information of
executive members daily.
Achieved over 80% average in quality assurance monitors over tenure.

January 2008-Present  Petra Industries Edmond, OK
Human Resource Assistant/Intern
Provide administrative support for the overall HR department.
Responsible for entering new employee information into payroll system.
Conduct new hire background/reference checks before employees start
date.
Responsible for employment verification of current employees.

Extra-Curricular Activities
Student Member of (SHRM) Society for Human Resource Management
Member of the University of Central Oklahoma Human Resource Society
Member of Delta Sigma Theta Sorority Incorporated.

2007-2008 UCO Human Resource Society
Served as VP of Public Relations Officer
Responsible for monthly chapter newsletter
Creating PowerPoint announcement slides for monthly meetings
Creating flyers, posters, handouts, and other advertisements
Involved with getting HR society name out in the open
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1920 E. 2nd St. Apt. 3304 » Edmond, OK 73034
Phone (405) 826-4493 (please leave a message) * E-mail meganmetzler@hotmail.com

Megan Metzler

Work experience

Jan. ‘08 — current FMC Services- Custodial Dept. of UCO- current contractor Edmond, OK
Office Manager

Coordinate and direct administration and planning
Data entry of payroll

Handles employee inquiries and customer guestions
Manage and organize personal records

Front line contact with employees

‘06 — Dec. ‘07 Sodexho Operations- Custodial Dept. of UCO- lost contract Edmond, OK
HR Assistant

Processed payroll

Created policies and procedures

Scheduled interviews and assisted with new hires and terminations
Handled worker compensation claims

Managed and organized personal records

Front line contact with employees

Education

Aug ‘04 — Present  University of Central Oklahoma Edmond, OK
BA in Human Resource Management, Graduating May ‘08

Extracurricular activities
‘07 - present VP of Merit Award in UCO’s HR Society
Dean’s Honor Roll — College of Business
'06 -’07 VP of Public Relations in UCO’s HR Society
'04 - '06 Alpha Xi Delta — New Member Orientation Chair
Skills

Experienced in Microsoft Works, Excel, Word, PowerPoint, and Publisher
Able to multi-task
Able to communicate effectively

Professional memberships
Society for Human Resource Management (SHRM)

30-hour OSHA
References

Available upon request



Queena Morgan

Address: 24 N.E 64" Oklahoma City, OK 73105 Phone: (405) 413-5532 Email: gmorgan@ucok.edu
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Emily Phipps
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1948 N.W. 12th Oklahoma Phone (405)525-4359
City, Oklahoma 73106 E-mail areeves4@ucok.edu

Objective

Work experience

Education

My objective is to obtain an entry level position, utilizing my experiences
and knowledge, while gaining a solid foundation of new material in new
areas.

January 06 to February 07  Dillard’s Okc, Ok

Aiding in visual merchandising
Obtaining and reaching a monthly sales quota
Awarded Credit Champion for 4 consecutive months
August 05 to January 06 Target Stores Okc, Ok

Helping customers with their purchases
Delivering fast, fun, and friendly customer service
Assisted sales floor with rack maintenance
June 05 to August 05 Cingular Wireless Okc, Ok

Assisting customer’s with billing inquiries
Provided basic troubleshooting skills with technical errors
Awarded Certificate of Completion after a 6 week class
August 03 to May 05 Tropical Breeze Smoothies Okc, Ok

Preparing smoothies for customer’s in a timely manner
Recruiting, retention, and making a tentative work schedule
Cash Handling and Inventory

August 03 to Present  University of Central Oklahoma Edmond, Ok

| am currently working to obtain a Bachelor's Degree in Human
Resource Management.



